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Renewal Application

June 2023

Overview

 HCNP Systems

 Completing the renewal application

 Deadline

HCNP Systems

 HCNP’s web based child nutrition data management
program

 Go to https://hcnp.hawaii.gov/

 Click on ‘HCNP Systems’
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HCNP Systems

 Secure Log In

User Authorization Form

Available at:  https://hcnp.hawaii.gov/overview/nslp/

Click on ‘Program Resources’  ‘HCNP Systems’

SY 23-24 Renewal Application

 Email notification was sent on May 30, 2023

 Read the instructions carefully before completing 
the renewal application

HCNP Systems
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Select Program

Notice Board

Select the Program Year
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Renewal Application

 Must complete all three parts:

 Application must be in Pending Approval status

Sponsor 
Application

Site 
Application(s)

Off-line 
Forms

Check that you are in                
Program Year 2024

1234-5-ABCDE School

ABCDE School (1234-5)

2024

Select the ‘Applications’ tab

1234-5-ABCDE School

ABCDE School (1234-5)

2024
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Add Sponsor Application

ABCDE School (1234-5)

123 ABCDE Elementary School

456 ABCDE Middle School

Sponsor Application

 Some information from the preceding Program Year will 
automatically transfer over

 Address and Contact Information

 Information not carried over

 Vendor/FSMC and Contact Information

 Wellness Policy

 Verification Method

 Meal Price Information

 Professional Standards

 Single Audit Compliance

Sample Sponsor Application
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Sample Sponsor Application

 USDA Eligibility Manual for School Meals, July 2017:  https://fns-
prod.azureedge.us/sites/default/files/cn/SP36_CACFP15_SFSP
11-2017a1.pdf

Sample Sponsor Application

Sponsor Application

 Verify existing information and make any changes

 Add information that is not carried over

 Certify the information that is not carried over

 Certify the information (field 42) and submit the 
Sponsor Application 

 If any errors are identified, correct all errors and 
resubmit
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Add Site Application

123 ABCDE Elementary School

456 ABCDE Middle School

ABCDE School (1234-5)

Site Application

 Most information from the previous year’s approved 
Site Application will carry over

 Contact Information

 Program Participation Information (NSLP, SBP, FFVP)

 Accountability Information

 Information not carried over:

 Program Participation (ASP, SSO)

 Food Safety Inspection Information

Sample Site Application
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Sample Site Application

 Residential Child Care Institutions (RCCIs) ONLY:

 Answer #24-25

Sample Site Application

 Do NOT complete the CEP section

(2024)

Sample Site Application
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1234-5-ABCDE School
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CORRECT

WRONG

2022 - 2023.

2022 - 2023, but

2022 - 2023, but

2022 - 2023, but

2022 - 2023, but

2022 - 2023.

2022 - 2023.

2022 - 2023.

2022 - 2023.

2022 - 2023.

2022 - 2023.

2022 - 2023.

04/20/2023

04/20/2023
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Site Application

 Verify existing information and make any changes

 Add information that is not carried over

 Certify (field 105) and submit application 

 If any errors are identified, correct errors and 
resubmit

Off-line Forms

 Off-line forms must be submitted to HCNP as part 
of the renewal application

Upload off-line forms by clicking the upload button

 Forms marked with the red check mark        are 
REQUIRED

Off-line Forms 

 Single Agreement 

Must be signed and submitted by ALL SFAs

 Fresh Fruit and Vegetable Program Application

Must upload if participating in FFVP

 Off-Campus Meal Service and Counting Locations 

Must upload if ‘Yes’ to question #22 on site application
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ABCDE School (1234-5)

ABCDE School (1234-5)

06/07/2023 06/07/2023
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Final Steps

 At the bottom of the Checklist tab, you should see 
“Submit to the State for Approval”

Click       to submit your renewal application to the 
State for approval 

Check that your application is in “Pending Approval” 
status

ABCDE School (1234-5)

06/07/2023 06/07/2023

06/07/2023 06/07/2023

06/07/2023 06/07/2023

06/07/2023 06/07/2023

06/07/2023 06/07/2023

06/07/2023 06/07/2023

06/07/2023 06/07/2023

Pending Approval Status

Make sure the status is PENDING APPROVAL

ABCDE School (1234-5)

06/07/2023

06/07/2023 06/07/2023

06/07/202306/07/2023

06/07/202306/07/2023

ABCDE School (1234-5)
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Approval Process

 NSLP Specialist will review the Sponsor
Application, Site Application(s), and Off-line forms
Specialist will either approve the renewal or send 

forms back to the SFA for correction

SFA must make all corrections and resubmit the 
application

 The application is approved when the status is
‘Approved’

Deadline

SY 23-24 Renewal Application:

FRIDAY, JUNE 30, 2023

Reminders

 Three parts to the renewal application:  Sponsor Application, Site 
Application(s), and Offline forms

 Make sure all information is accurate and up to date

 Complete and upload all offline forms with the red check mark

 Complete and submit the Single Agreement – applies to ALL SFAs

 If applicable, upload the FFVP application(s) and completed Off-
Campus Meal Service and Counting Locations form

 Make sure the status is in Pending Approval

 Deadline:  Friday, June 30, 2023
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Questions

NSLP Team:
rachel.itano@k12.hi.us and kasey.kawamoto@k12.hi.us

(808) 587-3600

Please take the Renewal Application Training Quiz 

Go to: https://forms.gle/N5t8Lk2HhxLatnVn9
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In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is 
prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or 
reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of 
communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state 
or local agency that administers the program or USDA’s TARGET Center at (202) 720‐2600 (voice and TTY) or contact USDA through the Federal 
Relay Service at (800) 877‐8339.

To file a program discrimination complaint, a Complainant should complete a Form AD‐3027, USDA Program Discrimination Complaint Form which 
can be obtained online at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling (866) 632‐9992, or 
by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of 
the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an 
alleged civil rights violation. The completed AD‐3027 form or letter must be submitted to USDA by:

mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250‐9410; or

fax:
(833) 256‐1665 or (202) 690‐7442; or

email:
program.intake@usda.gov

This institution is an equal opportunity provider.

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf

